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Digital Commons Great Lakes User Group (DCGLUG) Planning Packet
This packet includes ideas/templates for…
• Save the Date
• bepress Event Community Set-up Form
• Call for Proposals Reminder (can edit for initial call)
• Message re evaluating program proposals – DCGLUG 2013
• Presenters’ Guidelines
• Words of advice for DC+GLUG planners/hosts
The PDF includes a template for registration and for the event evaluation.
Please free feel to add on to these documents for the benefit of the next host/program
planner.
Thanks and have a great event!
Stephanie Davis-Kahl, IWU
Sarah Beaubien, GVSU
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Save the Date - Digital Commons Great Lakes User Group Meeting 2013
When: August 8-9, 2013
Where: The Ames Library, Illinois Wesleyan University, Bloomington, IL
Sponsored by bepress
Please save the date for the Second Annual DC+GLUG meeting! Last year’s event was a
resounding success, and we hope to make this year’s get together as dynamic and
informative. The day-long event is a great opportunity for us to share ideas, best
practices, successes, workflows, etc., for repositories on any platform. This year, the
meeting will begin in the early afternoon of August 8 and conclude at noon on August 9.
If you have ideas for topics, please contact the co-chairs of DC+GLUG 2013, Stephanie
Davis-Kahl (sdaviska@iwu.edu) and Sarah Beaubien (beaubisa@gvsu.edu). A call for
proposals will be forthcoming, as will information about travel and lodging.
Hope to see you there!
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Event Community Set-up Form
Version: 3.12
Available at http://digitalcommons.bepress.com/reference/47/
Confidential. Not for use outside your institution.

There are many options to consider when designing an Event Community in Digital
Commons. The following form will help us determine the best way to accommodate
your unique workflows and requirements. If you have any questions, please don’t
hesitate to contact us for assistance. When you have completed this form, please
return it to bepress Consulting Services at support@dc.bepress.com.
Learn more about how to manage events:
http://digitalcommons.bepress.com/reference/23/.

Event Community Information and Workflow
The following fields help us build the Event Community and customize it to meet
your needs.

General Information
Title for the Event Community:

Digital Commons Great Lakes User Group
Annual Meeting

Event Abbreviation or Acronym:

dcglug

(This will be used for your Event Community’s URL)

Desired Launch Date:
Schedule:
If you have one, please provide a timetable or
program for event(s).

Proposal Workflow: Will the Event
Community be used to manage
proposals?

July 15
Not yet finalize

no

Additional Notes
Any other comments about items specific to your site or workflow that you wish to bring to our
attention? You may insert additional pages here if necessary.
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Event Community Design
Before You Begin
Many Event Communities adopt the design of their host sites, while others have a
unique design created for the event. Please choose one of the options below:
 Adopt the design and layout of the Institutional Repository hosting the Event
Community.
 Have bepress create a unique design for the Event Community.
If you choose to create a unique design for your Event Community, you'll need to follow
the design process outlined below. We recommend visiting some of the existing
conference and event sites for a tour of the current designs.
http://digitalcommons.bepress.com/repository-software/conferences/
The Design Process
The process is optimized to deliver a professionally designed Event Community. We
provide you with up to three design iterations to reach that goal:
• First iteration: bepress Consulting Services works with the Design and Technical
teams at bepress to create a mock-up (jpeg format) based on your completed
questionnaire. The Design team may ask for additional information before
preparing the first iteration.
• Second iteration: Once you receive your first mock-up, you may want to make
minor changes or provide feedback to hone the design. The design team will
incorporate these requests into your second mock-up.
• Third iteration: If further changes are necessary, you may request a third
iteration. Once this is complete, you may choose from any of the completed
iterations for your final design.
• Changes requested after the third iteration may incur fees and delay the
launch of your Event Community. If you have questions about this, please
contact bepress Consulting Services.
NOTE: To help ensure everyone’s satisfaction with the final design, and to avoid
additional fees and delays, we recommend that you gather feedback from all of the
Event Community's design decision-makers prior to returning this document to bepress
Consulting Services.
Logo and Images
If you would like to have a logo, and/or other graphics for use in the design, please
indicate their location so we may incorporate them into the mock-up. Please make sure
that your logos and images are properly licensed for use with your design.
While we can accommodate a wide range of images, we prefer high resolution (above
72 dpi) images in .eps or .png format.
NOTE: bepress will incorporate your images in the design but cannot provide or create
them for you.
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Choose from the following:
 Logos/images have been sent by email.
 Logos/images are available at http://_______________
Header Banner Options
Select one:
 Please match the following source site: http://________________
 We have created our own banner.* I am attaching a mock-up.
 Have bepress design one for us with the images we have provided.
* If you plan to create your own header banner, please request the Photoshop template
from Consulting Services. Banner width should be exactly 980 pixels. 126 pixels is the
preferred banner height. .eps or .png files are preferred. Do not compress your image
file for the web. Our design team may need to make some alterations to your design to
work within our template parameters.
Site Layout
Sidebar
(select one)

Navigation Tabs *
(select one)

 Left-aligned

 Above header

 Right-aligned
 Below header
* Navigation tabs are the Home, About, and FAQ tabs in the upper corner of most DC
sites.
Site Typography
When designing your site, we will use the web-safe typefaces that match your listed
source site. If you have asked us to design a site from scratch, we will make a selection
that complements your site. If you have any specifications, please list them in the
Custom Work section at the end of this form.
Custom Work
Please let us know if you have any custom design requests. You may insert additional
pages here if necessary. Feel free to contact bepress Consulting Services Monday-Friday
8:30-5:30 PM Pacific (510) 665-1200 ext. 2 or email anytime at
support@dc.bepress.com.
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Call for Proposals Reminder (can edit for initial call)
There is still time to submit a proposal for the Digital Commons+ Great Lakes User
Group! The deadline for proposals is this Friday, June 28.
As you plan your conference travel, keep in mind there is no registration fee for DCGLUG
2013. Attendees and presenters using different platforms are welcome, so feel free to
send this message to colleagues at other institutions.
We welcome proposals for the upcoming Digital Commons + User Group Meeting at
Illinois Wesleyan University on August 8-9, 2013. Program types include short
presentations (30 min.), posters, and facilitators for ‘Birds of a Feather’ discussion
tables. Based on feedback from last year’s meeting, several themes emerged as areas of
interest:
·

Data Management

·

Library Publishing

·

Reports/Demonstrating Impact

·

Staffing & Workflows

·

ETDs

·

Copyright

Send proposals via email to co-chairs Sarah Beaubien at Grand Valley State University
(beaubisa@gvsu.edu) or Stephanie Davis-Kahl at Illinois Wesleyan University
(sdaviska@iwu.edu). Please include:
·

Speaker name, title, institutional affiliation

·

Type of program (presentation, poster, birds of a feather discussion facilitator)

·

Title of program

·

Brief program description

Thank you,
Sarah & Stephanie
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Message re evaluating program proposals – DCGLUG 2013
Hi All,
I’ve attached several files to this message in the hopes that we can easily and efficiently
conduct reviews on the proposals submitted for DC+GLUG 2013. The spreadsheet lists
all proposals by presenter name and title (but in no particular order). There are three
sheets, one for each presentation category. Note that a few proposals are highlighted in
green. In these cases, I tried to add explanatory notes but in general the green means
that the submitter is willing to present in an additional category and/or on an additional
topic. This doesn’t give extra weight to any particular proposals, but could help even out
presentation categories, topics, and could assist with overall planning. Feel free to make
suggestions, or to express any type of feedback in the comments column on the
spreadsheet.
Several members of the review committee have submitted proposals. The submitters on
the committee should rank all other proposals except their own. To protect anonymity
of all review committee members, please add your rankings and comments to the
spreadsheets and send them to me. I’ll merge the spreadsheets and will refer to you by
a number rather than by name.
The main criteria we’re using for evaluation is whether we think the topic has broad
enough appeal for our audience. This doesn’t mean that each topic needs to be of
interest to every single attendee, but that there would be sufficient interest to warrant
a presentation/poster/discussion. With that in mind, please rank the proposals
according to the following scale:
This proposal would appeal to the Digital Commons/IR user community. 1 = strongly
agree, 2 = agree, 3 = not sure, 4 = disagree, 5 = strongly disagree. Comments are
welcome but not required.

Thank you for your help!
Best regards,
Sarah
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Presenters’ Guidelines
Feel free to change/edit as you see fit and as venues/space/timing allows.
Birds of a Feather Discussion Guidelines (borrowed liberally from ACRL Roundtable
Discussion description)
Session Length: 45 minutes
Audience size: 6-8
Requirements: Facilitators (or a participant) are encouraged to take notes for the
conference site.
Birds of a Feather Discussions are small, informal group discussions that give attendees
the opportunity to exchange information, discuss best practices, and network with
others around common themes and issues. Discussion facilitators should develop a topic
that will allow participants to discuss how they are dealing with specific issues at their
institutions. This is not meant to be a presentation. Rather, facilitators should be ready
to lead a discussion around a topic. Please prepare brief comments on the theme or
topic stated in your Birds of a Feather proposal, and have a few questions and/or
examples ready to help generate discussion.
Presentation Guidelines
Session length: 1 hour (approximately 45 min for presentation, 15 for Q&A)
Presentation rooms equipped with: PC, Powerpoint, Internet connection, screen
Presenters need to bring: their presentation on a flash drive, or easily accessible via
electronic means (Dropbox, email, etc)
Presentation length is one hour, which includes time for discussion and Q&A. While
presenters are not required to submit slides, hand-outs, etc., we welcome your
presentation materials for the conference site. Stephanie Davis-Kahl will be in touch
regarding IWU’s Non-Exclusive License Agreement and your materials. A moderator will
be in each presentation room to assist with time-keeping and technology assistance, if
needed.
Poster Guidelines
Session length: 1 hour
Display information: IWU will be providing easels. Please make sure your poster has a
firm backing so the poster is easily displayed on the easel.
Presenters need to bring: Your poster and any handouts you wish to distribute.
Be prepared to discuss your poster with attendees in a relaxed, informal environment.
Posters will be displayed on Friday, August 9 from 11:15 am – 12:00 pm in the Ames
Library Rotunda. Presenters are required to stand by their posters to present and
answer questions. While presenters are not required to submit hand-outs, images, etc.,
we welcome presentation materials for the conference site. Stephanie Davis-Kahl will
be in touch regarding IWU’s Non-Exclusive License Agreement and your materials.
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Words of advice for DC+GLUG planners/hosts
This is meant to be a living document – please add your advice to future hosts!
1. Set up the event community EARLY. Like April or May. That way you can post the
registration link from the event site.
2. Acknowledge registrations as they come in (I know, duh).
3. Talk to Ann Taylor at bepress EARLY about sponsorship.
4. Communicate often with the DC Google Group/other IR managers (Ann can help
with that!)
5. 50 people was the cap for both GVSU and IWU – but that’s up to you and the venue
you select.
6. Feed participants well, provide hydration and really good wireless. Provide
opportunities for social interaction throughout the day (and evening, if applicable).
7. Do different stuff that is reflective of your campus/community – go to a cool local
restaurant or bar or whatever sounds fun to your group (or you, if you’re solo).
8. Share information with the next host!
9. Link to the other DCGLUG event communities from your event site. That way, we’ll
have continuity through the years in keeping track of programs and content.
10. Provide name tags and lists of attendees. It helps us get to know each other.
11. Build breaks into the program.
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